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FI RE PUBLI C | NFORVATI ON OFFI CER

(Pronotional Cl ass)

DI STI NGUI SHI NG FEATURES OF THE CLASS

This <class enconpasses a responsible admnistrative and
supervisory position, the primary duties of which include
managing the fire departnment’s O fice of Public Informtion.
The Fire Public Information Officer assists the fire departnment
adm ni stration in developing and inplenmenting an effective
public relations program The enployee of this class conducts
research in order to evaluate public perception of the
department, and recomrends progranms and projects which wll

enhance the professional inmage of the departnent. The Fire
Publ i c | nformati on O ficer serves as t he depart nent
representative to the nmedia;, gives talks, lectures, and

denonstrations to public and private organizations, and
coordi nates with and contributes to the departnment’s public fire
education prograns. The enployee of this class supervises the
enpl oyee in the class of Assistant Fire Public Informtion
O ficer, and exercises a high degree of independence under the
general supervision of the Fire Chief.

EXAMPLES OF WORK

Exanples listed below are illustrative only. They are not
intended to include all duties which nmay be assigned. neither
are they intended to exclude other duties which may be | ogqical
assignnents to this class.

Manages the operations of the O fice of Public Information,
participates in research and pl anni ng for departnent operations,
and recommends managenent policies, goals, and objectives for

consideration by the Fire Chief. Pl ans and conducts public
rel ati ons program designed to create and nmaintain favorable
public imge of the fire departnment. Pl ans and directs the

devel opnent and comruni cati on of information designed to inform
t he public of departnent prograns, acconplishnents, and offici al
position. Reviews existing or proposed | egislation, researches
inplications of such legislation, and formnulates position
statenments for consideration by the Fire Chief.

Supervi ses subordinate personnel assigned to the Ofice of
Public Information. Hol ds neetings with subordinates for the
pur pose of receiving reports and dissem nating information.
Assi gns work schedul es and approves | eave. Evaluates the work
performance of subordi nate enpl oyees, wites enpl oyee eval uati on
reports, counsels enployees who may experience work problens,
and mai ntains discipline by recomrendi ng di sciplinary action to
t he appointing authority. Assi sts subordinates in technica
areas or work, and provides necessary training.

Hei ghtens public awareness about fire departnent operations
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t hrough  speeches, denonstrati ons, and di stribution of
literature. Answers questions, and defines and explains fire
departnent policies and prograns. Participates with the

departnment’s fire public education program and inforns the
public of the necessity and nethods of civilian cooperation in
fire departnment work. Acts as departnent representative to the
news nedia, releasing information and answering questions
concerni ng departnment operations.

Works with boards, agencies, and other groups whose rules and
operations affect the careers of fire departnent personnel or
the work of the fire departnment. Wrks with related public
agenci es such as the Red Cross on special projects. Acts as
i aison between fire departnment and other related agencies to
coordinate public relations efforts.

Recei ves correspondence addressed to the fire departnent and
det erm nes appropriate response. Responds by letter to requests
for information or to handl e problens. Makes recommendati ons
for responses to conplaints against departnment personnel.
Wites news rel eases, news articles, or other official position
papers of the departnent. Reviews official correspondence
prepared by other enpl oyees of the departnment. Wites reports
and conpl etes records and forns as needed to docunment the work
of the division.

Responds to alarnms and ot her emergencies as assigned to act as
information officer to the news nedia, and to acts as
coordi nator between firefighting and other enmergency response
personnel. May work with the arson investigation personnel in
order to relay information to the news nedia regarding
i nvesti gati ons.

Conducts polls and surveys related to fire departnent services.
Organi zes and anal yzes data gathered through polls and surveys
in order to recommend changes in departnent operations.
Perfornms any related duties assigned.

QUALI FI CATI ON REQUI REMENTS

Unl ess otherwi se specified, all requirenents nust listed bel ow
must be net by the filing deadline for application for adni ssion
to the test.

Must neet all requirenents of the Miunicipal Fire and Police
Civil Service Law, including being a citizen of the United
St at es.

After offer of pronotion, but before beginning work in this
cl ass, nmust pass a nmedi cal exani nation prepared and adm ni stered
by t he Appointing Authority, designed to denponstrate good health
and physical fitness sufficient to performthe essential duties
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of the position, with or w thout accommodati on.
Must possess a valid driver’s license.

Must be a regular and permanent enployee in the class of
Assistant Fire Public Information O ficer.
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